DOCOBBHT fiESOHE 



ERIC 



ED 097 dbS 



CE 002 229 



AUTHOR 
TITLE 

INSTITUTION 
P06 DATE 
NOTE 



EDBS PRICE 
DESCRIPTORS 



IDENTIFIERS 



HcCooly Felix J. 

Small Business Hanagement; Business Edncjtion: 
7739.11. 

Dade County Public Schools, Hiamiv Fla. 
72 

27p. ; An Authorized Course of Instruction for the 
Quinnester Program 

MF-$0.75 HC-$1.85 PLUS POSTAGE 
Behavioral Objectives; ^eBusiness; '•'B.isxness 
Education; Course Content; '•'Curriculuit Guides; 
Decision Making; ^Management; *Organlviational 
Development; Problems; Secondary Gracies 
'KQuinmester Program; Small Business Management 



ABSTRACT 

This curriculum guide gives a briei' review of the 
relation of business to the community and an introduction to problems 
in organizing a small business. These problems include basic 
long-range decisions: type of financing, need for the business » and 
method of financing. The document also focuses on the note immediate 
problems of location, housing, personnel, equipment, layout, records, 
and promotion of the business. The course also includes an ovezvien 
of problems of ongoing operation: management, supervision, 
governmental obligations, finance, production, marketing, public 
relations, and survival factors. It provides an outline of the 
objectives of the course and course content, suggested teaching 
procedures, evaluative instruments used, and a list of resource 
materials for students and teachers. Included are an appendix with a 
nine-page glossary and a fact sheet for small business owners. 
(Author/6P) 




BEST copy mmii / 




DIVISION OF INSTRUCTI0N*1971 

ERIC 



BEST copy AVAIUBlf 

773!>ai (tiew: 76O4.II} 
Bucinefjc iiiducatlon 



Written by ?elix J, McCool 
And Approved by the Busineac iJduoation ^iteorine; Committee 

For CfcUiruiiecter Course s 

for the 

DIVISIOIJ INiiTRUCTIOK 
Dade County Public Schools 
Miami, PI 33132 



DADE COUNTY SCHOOL BOARD 



Mr. William LehcntUi, Chairman 
Mr. G. Holmes Braddock, Vice-CludrmAD 
Mrs. Ethel Beckham 
Mrs. Crutcher Harrison 
Mrs. Aona Brenner Meyers 
Dr. Ben Sheppnrd 
Mr. William H. Turner 



Dr. E. L. Whlf^am, Superintendent of Schools 
Dade County Public Schools 
Miami. Flortda 33132 



Published by the Dade County School Board 



BEST COPY AVAILABLE 



TABUS OP CONTBiNTS 



I. COURSB TITUi . 

II. COURSB MUNERR . 

III. COURSE ISSCKIPTION 

Synepsin 

Subject SnatuB 

Oooopational RelatlontbipB 

Textbook 

Rationale 



IV. COURSB BNROLLMBNT GUIIXLINBS 1 

Prior Szperienoee 1 

Pretest 2 

V. COURSB OF STUDY PBRPORIUNGB OBJECTIVES 2 

VI. COURSB CCNTBNT 3 

The Busineee See or in Anerioa 3 

Basic Coneideratione in Starting a Snail Business ... 3 

Openiiiion of a Business 4 

VII. SUGOBSTBD PROCBSUBBS, STRATBCIBS, AND LEARNING ACTIVITIES . 4 

Introduetion 4 

Creating Student Interest 9 

The CooBunity 3 

Vocabulary 3 

Individualised Instruction » • i 

nil, BVAL VTIVE INSTRUMENTS 6 

. eteut 6 

Unit Tests 6 

Final Evaluation 6 

IX. RESOURCES FOR STUISNT8 6 

X. RESOURCES FOR TEACHERS 8 

APPENDIX 11 

Glossary 12 

Fact Sheet for Snail Business Owners 21 



I 



ERIC 



I. COURSE TITLS--SM&LL BUSINSSS MANAOBHBNT 



II • COURSE NUMBER— 7739t XI ( New : 76OU. 11) 
III* COURSE SBSCRIPTION 
k. Synopsis 

A brief review of the relation of business to the oommunity and 
an introduction to problems in organizing a small business* 
These problems are basic long-range decisions— -type of 
organization, need for the businesSi method of financing— and 
the more immediate problems of locationi housingi personneli 
eq\iipment| layout 1 recordSi and promotion of the business* 
The course also includes an overview of ongoing operating 
problems: management | supervisioni governmental obligationsi 
finance I product ioni marketing} public relationsi and survival 
factors* 

B« Subject Status— Elective; open to all students 

C* Occupational Relationships 

Government manager Building and loan officer 

Marketing analyst Stock broker 

Personnel manager School manager 

Research statistician Small retail store owner 

Bank manager Owner of repair or other 

EDP systems analyst service shops 

Public relations Operator of recreational 

re p re se nt at ive bus ine s s 

D* Textbook 

Several resources should be available within the classroomi 
one of the state-adopted textbooks in business management or 
a bock of the department's choosing may be issued to each 
student* 

E* Rationale 

The desire of many men and women to "be their own boon" and 
their ineptness in handling business situations has caused a 
high mortality rate in the ms^ small businesses started 
auinually in these United States* Small businesses are needod 
in the American econoiny and young people need to be aware of 
cpportiwities in this area and of ways to capitalize on them* 
In this course I the advantages and problems of ownership 
arising from original organization and from purchase of an 
ongoing business will be considered* 

IV* COURSE ENROLLMENT GUIDELINES 

A* Prior Experiences 

No prior courses are required; howeveri students with a good 
background in business mthematics, bookkeepingi economics, and 
government will have a greater appreciation for this course* 
Students without this background will have to do extensive 
outside work* 
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r/. COURSS SKROUilSNT GUIQSLINES, Continued 



B« Pretest 

k teet may be oonotructed (baeed on performanoe objeotlvee) to 
determine the attaimnent If^vel of otudents In toplos oovered in 
this oourae in order to plan activities for thcj total olae8| for 
email {^roupe, and for individual etudente* 

Vt COURSE OP STUDY PERFORMANCE OBJECTIVBS 

Upon completion of the course , the student will be able with 80 
percent accuracy to— 

1. make management decisxons for starting a small business by 
correctly placing checks on a checksheet about small business 
management ; 

2. estimate monthly costs of operation and decide on an adequate 
insurance program from information given in a hypothetical 
situation; 

3« name four basic types of businesses and define each} 

4« select one of the basic businessesi name the kind of (small) 
business I and 

a« describe a suitable building in terms of locationi sizsi 

construction! ownershipi 
b« determine ample parking facilitieSi 

o. make a rou^ layout for different processes and groupingi 
d« describe departments for storagSi salesi and production 

(if appropriate), 
e« show sound judgment in making plans for purchasing 

me rchajidi sable goods and/or plans for a facility for 

service to the public ^ 
f« answer given questions to demonstrate that he can protect 

his recordsi control in^/entoryi interpret financial 

statementsi and make managem^^nt decisions involving 

personnel I and 

g« describe an employment program which puts the right man in 
tho right position* 

5# determine whether he s}:oald buy an existing business or begin 
a new business from given information about oostS| up-to-date 
stock| and hired or contracted workers; 

6« name at least four laws with which he must comply and at least 
four laws which protect him as a businessman} 

7# answer at least fivp questions on interpreting a given market 
research report; 

3# evaluate three ^iven nana.jement tools and determine their use 
in the small business selected in Objective No# 4; 
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V. COURSE OP STUDY FBRFORIUNCS OfiJBCTIVSS, Continu«d 



9* prloo t«a giwn ooanodltlas and Mrvioes by using oarketing 
aide iu snail bueiMBS adoinistration through Faderal 
OovenuMnt research pamphlets; 

10. use a nrkupHRarkdomi table to determine adequate prioitg of 
given items I 

11* give a fflininun of three reasons whor some business fail; and 

12« provide appropriate definitions for at least 70 percent of 
a given list of business terms. 

VI. COURSB COHTdidT 

A. The Business Scene in Amerioa 

1. The purpose and nature of business 

2. Legal and moral obligations of business to society 

3. Business and the economic system 
4* Business and government 

B. Basic Considerations in Starting a Small Business 

1. Primary decisions 

a. Determining the kind of business: single proprietor- 
ship! partnership! corporation 

b. Finanoin^^— investing and re-investing 

o. Evaluating the demand for a product or service 
d. Deciding on the type of operation 

( 1) Nanufftoturing 

( 21 Merchandising 

(3j Service business 

(4) Advertising 

(3) Other 

2. Secondary deoUions 

a. Location 

b. Housing 

c. Equipment— purchased or leased 

(1) Operations 

(2) Office 

(3) Transportat ion 

d. Layout 

e. Records 

(1) Audit controls 

(2) Inventories 

f. Personnel 

(1) Recruiting 

( 2) Training 

(3) Equitable basis for wages and salaries 

g. Promotion of the business 
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VI. COURSB COHIENT, CoatlBU»d 



C. Operation of a BusIimbb 

1. MMagerial toola and teohaiquaa 

a* Internal iBuoineee struoture infomation 
b* External buaiaeeB struetnre inforaatioa 
0* Organlaatioial etruoture 
d* BuBiness adBlaletration and organisation 

2. SuperviBory aotivities 

a. Trcmsportation— incoming and outgoing 

b. Credit 

0* Collect ions 

d* Record keeping and interpretation of boBiness statlBtios 

e. PerBonnel— evalnatio^ of job perforaancei collective 
bargaining 

f. CofflonanioatloaB 

g. PurchaBlng 

3. Oovemment regolatlona and controls 
a* Taxes 

b. Licenses 

c. Zoning 
4* Finance 

a. Business promotion 

b. Long-term finance 

c. Sbort-tem finance 
^. Prodttotion 

a. Nature of modem production 

b. Plant location and operatione 

c. Production methods and control 

d. The role of laborHnanagement relations 

6. The marketing process 

a. Wholesale trade 

b. Retail trade 

0. Advertising and sales 
d. Purchases 
e* Storage 

7. Survival factors 

a. Management control 

b. Insurance 

0. Legal advice 
8* Public relations 

a. Finding customers 

b. Keeping oustomers 

0. Ethical services to the community 

VII. SUGGESTED PROCEDURES, STRATEGIES, AND IMRNINO ACTIVITIES 
A* . Introduction 

A brief qrxiz on the first or second day can determine the amount 
of tine that needs to be spent on the Introduction. Students 
that already know a great deal about aspects of business in 
America ml£^t develop term papers on topics related to export- 
Import business, current efforts of governmental agencies to 
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VII. SaOOESTBD PROCSODRBS, smTBGISS, AMD UARNINO ACTIVITIS3, Continued 

Inflnenoe busiaAsa, the relationahip of buslaessBea's attitudes 
to the nation's eoonoaic security, or similar topics-— and be 
excused fron all or oost of the class discussion on the 
introdttotion* These same students may present a akit or panel 
disoassion baaed on their investigations. 

B. Creating Student Interest 

This course will be more productive if students are encouraged 
to find answers to questions throng personal investigation 
in the literature and in local businesses. The teacher should 
contaot the local office of the Small Business Administration 
to obtain any new infonaation pertaining to local conditions 
and to request copies of their many free publications that are 
pertinent to this course. 

In order for a student to have an interest In business, he must 
be shown its close relationship to his everyday activities. 
His consumption function, spending of money, making economic 
choices with limited funds, and the need to budget his money 
will aid him in finding a relationship to the world of free 
enterprise. Decisions that he will make while still a student 
will influence him in making correct decieions when starting 
a business. 

C. The Community 

Involvement of the business community is important to the 
success of this course. Retired businessmen, experts in their 
fields, will be glad to visit the class. See the Appendix for 
Pact Sheet for Small Business Owners . 

D. Vocabulary 

A thorou^ understanding of terminology pertinent to the 
operation of a small business will be facilitated through the 
reproduction of the Qlossary located in the Appendix of this 
course of study. 

E. Individualized Instruction 

This course lends itself extremely well to individualization of 
instruction. Therefore, it is recommended that the teacher 
prepare assignment sheets and/or learning activity packages so 
that the student will solve various case problems involving 
small busiaess operations. The textbooks and pamphlets included 
in Sections IX axui X contain many ideas that oan be converted 
into individual or group activities. 
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VIXX. mUUTIVB INSTRUMENTS 



A. Pr«t68t 

It is prttBuiMd that the student has had oathenatiop through the 
9th grade and la equipped with the fundameatals neoesaazy for 
this and related bttaineee courses. Honever, the teaoher will 
have to assess the understandings, skills, and facts already 
known by each student in respect to the subject matter of this 
course. Therefore, a pretest is desirable in order to determine 
individual plaoement within this course. This pretest oan be 
constructed easily fzom the information stated in Section V, 
Course of Study Performance Objeotives. 

B. Unit Tests 

During the nine weeks, the teaoher may wish to determine each 
student's progress by means of small unit tests. Study 
questions in textbooks and workbooks, oommeroially prepared 
tests, a course paper, and short quizzes on the content of a 
movie or field trip may all be used by an imaginative teaoher 
to evaluate what has been leAined and the ooneepts and under- 
standings that need reinforcement. 

C. Final Evaluation 

This test should be a parallel of the pretest and should 
therefore measure accomplishment of all the Course of Study 
Performance Objeotives. 

IX. RESOURCES FOR STUIIBNTS 

A . Textbooks 

Antrim, William and Dorr, Eugene. Advertising . New York: Oregg 
Division of MoOraw-^iill Book Co. , 1970. 

Buckner, Leroy and Dorr, Eugene L. Customer Services . New York: 
Oregg Division of McGraw-Hill Book Co., 1971* 

Ely, Vivian K. and Dorr, Eugene L. Organiaation for Marketing . 
New York: Qtfjgg Division of McGraw-Hill Book Co., 1971* 

Joint Counoil on Eoonomic Education. Introduction to Economics 
and Buflinesfi Enterpris e. New York: Gregg Division of 
NoOraw-Hill Book Co., 1972. 

Kelley, Pearoe C; Lawyer, Kenneth; and Baumbaok, Clifford M. 
Kqm to Organise and Or^ .ate a Small Business . 4th ed. 
Bngl9wood Cliffs: Prentioe-Hall, Inc., 1968. 

Pendery, John A. and Puller, Robert W. Clerical Payroll 

Procedures. 6th e^. (Text-workbook.\ Cincinnati: South- 
western Publishing Co., 1970. 
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IZ. RESCDRCBS FOR STUKNTS, Coatlnued 

A* T«xtbookS| Continued 

Platel, Gerald and DiamoBd, Jay. Retailinit . Englewood Cliff as 
PreBtieo-Hallt Inc., 1971* 

Piper, Sdwia B. Merohandising Matheaatioa . (Text-4«orkbook} . 
Ginoinnatii South-Weeteni Publishing Co., 1967. 

Rosenberg, R. Robert and Bonnioe, Joseph Q. Business Law/30 . 
New York: Gregg Division of MoQraw-Hill Book Co., 1971* 

Shilt, Barnard A.{ Canniohael, 0. L.j and Wilson, W. Harmon. 
Business Prinoioles and Management . 3th ed. Cinoinnati: 
South^lestem Publishing Co., 1967* 

Ssweda, Ralph A. Information Prooesslng Management . Phi lade Iphiat 
Anerbaoh Publishers, Ino., 1972. 

Thlstlethwaite, Robert L. Payroll Reoordkeeping . 7th ed. Oregg 
Division of NoOraw-flill Book Co., 1963* 

Tonne, Herbert A.) Simon, Sidney I.; and MoOill, Ssby C. 

Business Prinoiples. Organiaation. and lana«LiHent . 2ud ed. 
New Yorks Oregg Division of NoCraw-Hill Book Co., 19^3. 

Tyler, Ellas S. and Coreathal, Sugene J. Materials Handling-- 
Traffio Tjwmportatlon . Hew Yorki Oregg Divlsicn of 
NoOraw-Blll Book Go. , 1970. 



B. Pamphlets 

SCORE. Paot Sheet for Small Busineas Owner s. (See Appendix) 

U. S. Oovemment, Small Business Administration, Miami Office, 
912 Federal Office Building, 51 S.W. First Avenue, Miami, FL 
33130. Phone: 350-5525 



Afltivities Coi^fl of Executives 
Advloe for Persons— Inveatments 
Deleeatliixr Wor|r ai^ BesDonBibility 
Discover fn^ ?ff? Public Library 
Drugstore s> Small Business Bibliography 
Check List for Qoij^ into Business 
Pact Sheet for Small Business Owners 
Pi aflAQiag Problems Of Small Manufaot\ 

>roflt Planning 
Hobby Shops 

Handling t^e Problem Employee 

Household Apoliancea and Radio^V. Sal es and Servioe 
How to Buy or sell a Business 
MfL«t^miint Tuohntoal ABSlstanoe 
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RBSOURCSS FOR STUDSNTS, Continued 



B* Pamphlets, Continued 

MftBa<»ment Asoistanoe 

MefteuriniT the Performance of Salaaaen 

Painting and Wall Deoorating 

Pet ShopB 

Pointers on Sohedulimg Production 
Pricing Yonr Servioes for Profit 
Pttblioationa for Sale 
Pttblioationa, Free Management AaeiBtanoe 
Ratio AnalvBis for Small BusiBBBB 
Retail Florist 

Small BueinesB Administration. What It Does 

Service Corps of Retired Exeontivea 

Sizing UP Small Business LooationB 

A Town on the Move 

Trucking and Carta^ 

Wholesaling 

C* Workbooks and Practice Sets 

Student workbooks, praotioe sets, and forms are provided by 
most of the publishing companies for their respeotive textbooks 
(Section IX, A). 

Archer, Fred C; Stewart, Jeffrey R., Jr.; and Seufer, Elizabeth. 
Office Cashiering Praotioe Set . Gregg Division of MoQraw- 
Hill Book Co., 1970. 

Archer, Fred C; Stewart, Jeffrey R., Jr.{ and Seufer, Slizabeth. 
Stock Control Praotioe Set . Or«gg Division of McGraw-Hill 
Book Co., l'^69. 

Dome Educational Aids, Inc., 4dO Benefit Street, Providence, 
Rhode Island 02903, has practice sets for weekly or monthly 
Bystems of single entry record keeping; also a book of forms 
that may be purchased at a loual Sears, Roebuck store. 

RIS0URCS3 FOR TEACHERS 

A. BookB 

Teachers' editions, manuals, and keys are available for most of 
the books listed in the "ResourosB for Students" section of this 
outline. 

Bellows, Roger M. Psychology of Perflcnnel in BuaineBB and 
Industry . 3tu ed. Englewood Cliffst Prentioo-^iall, Inc., 
1965. (pp. 32-50, 251-307) 

Brown, Ulaud. Communicating Facta and Ideaa in BuainesB. 
Englewood Cliffst Prentice-Hall, Inc., 1970. (pp. l-44t 
400-443) 
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RBSOUROBS FOR WCHSRS, Coatlnued 
Books, CoatlaiMd 

BttSinaBs Bduoatloa Yoarbook i aanQal. National BuslneBS Education 
ABBOolatloB, 1201 Sixteeath Street, N.U., Waehinffton, DC 
20036. 

Crabbe, Braeet U«{ De Brum, S. Joseph! and Hainee, Peter 0. 
Methods of Teaching Oeneral BttBiaeaB . C laolnnat 1 : S outh- 
UeBtexv Publishing Co. , 1969* 

aios, R. fi. and Baker, Harold A. Introduction to Business . 6tn 
ed. CinoinDatl: South-Westem Publishing Co. , 1967* 

Hastings, Paul C. Introduction to Business . New York: Qregg 
Division of NcOraw-Hlll Book Co., 1961. 

Mauser, Pez^iinand and Sohwarts, David J . American Business, an 
Introduction . 2nd ed. Chicago: Harcourt, Brace, & World, 
Ino., 1970. 

Nusseloan, Vernon A. and Hu^es, Eugene H* Introduction to 
Modem Business . 3th ed. Snglewood Cliff si Prentice-Hall, 
Inc., 1969* 

Teaching Bueiness Education in the Secondary Schools . Bulletin 
11. Tallahassee: Florida State Department of Sducat 1 on , 

1959. 

Terry, George R. Office Management and Control . 4th ed. 
Honewood, IL: Richard D. Irwin, Inc., 1965* 

Tonne, Herbert A. Principles of Bueittess Bduoation . 3rd ed. 
New York: Oregg Division of MoOraw-Hlll Book Co. , 1970. 

Tonne, Herbert A.; Popham, Estelle L. { and Freeman, M. Herbert. 
Methods of Teaching BusinesB Subjects . 3rd ed. New York: 
Oregg Division of McGraw-41il} Book Co., 1965* 

B. Pamphlets 

Carmlohael, John H. "The I969 Research-Award Study— An Analysis 
of Aotivities of Middle Management Personnel in the Retail 
Trade Industry with Implications for Curriculum Development 
in Pcst-Seocndary Institutions.** The Delta Pi Epsilcn 
Journal. May, I97O (pp. 1-13). 



McMaughtin, Wayde L. Business Organisation . Totowa, NJ: 
Littlefield, Adams and Co., 1963. 



Z. RBSOURCBS FOR TSACUBRS, Continued 

B« PeunphletSi Continued 

Visttftl Aide for Buaineaa and Eoonoaio Bduoatioa . Monogmph 92. 
Ciaoianatis Soutb-Meatern Publishing Oo*, I969. 

Watkina, George The Management of Pereonnel and Labor 
Relatione, 2nd ed. New forks Dodd Publiahing Co., 196O. 

C. PilfflB, 16inm 

The following filma are available to Dade County teachera from 
Inatruotional Kateriala Catalog . Dade Goxuty Publio Sohoolas 



Bill of Ririita in Action 1-14328 
Bookkeeping Ooeupation Opportunitiea 1-4236 

The Computer Revolution I-I4241 

Pormulaa in Mathematioa 1-0^9 

How Ete I ou Count? 1-3927 

If an Elephant Anawera I-30769 

The Managerial Revolution 1-31794 

Motivation Theory (for teachera) 1-31796 

It 'a Your Deoiaion. Parte 1 and 2 1-30774 

People are Different and Alike 1-05771 

Ratio. A Way of Comparing 1-05867 

Let 'a Pace It. PPIA 1-10211 
Tranaportation Revolution. 

America' a Qrowth 1-4210 

Federal Reaerve Bank and You 1-31161 

Money on the Move 1-31173 



D. Periodioala 

Balanoe Sheet. The . Cincinnati: South-Weatem Publiahing 
Company. Monthly, October thro\igh May. 

Buaineaa Education Forum . Waahington, DC) National BuainejiB 
Education Aaaociation. Monthly, October through May. 

Buaineaa Eduoation World . New Yorkt Gregg Diviaion of MoOraw- 
Hill Book Company. Five iaauea each aohool year. 

Journal of B\iBine88 Education . Eaat Stroudaberg: Robert C. 
Trethaway. Monthly, October through May. 

S. Other Reaoxirces 

1. Varioua city newspapers 

2. Better Buaineaa Bureau 

3. Chamber of Commerce 

4. Engineer Contractors Asaociation 

5. Small Buainese Administration 

6. Local buaineaaes (usually will supply forma, facilities for 
field trips, etc.) 
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APPENDIX 
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OLOSidARY 



aooouat 

aooouAts recolvable 
air parcel post 

agency 

ageat 

aesesBmeatB (ineuraace) 
asBetB 

balance sheet 

Blue-€lQr Laws 
bookkeeping 
bookkeeping equation 

broker 

budgets 

business promotion letter 

buying not Ives 

buying on specifioation 



A bookkeeping form that is used to sort 
and suffifflarlse the changes caused by 
business operations 

Debts or money owed to the business 

Parcel poet (special merchandise rate) 
sent by airmail 

A legal relation in which one person acts 
tcy and in place of another 

One who is employed and authorized to 
represent and act for another 

Extra charges to policyholders to oaake 
the income of the Insurance company equil 
it a expenditures 

Property of the business (anything of 
value) 

A financial statement of a business 
shewing the assetSf llabllitieSf and net 
worth 

Laws designed to protect Investors from 
fraudulent schemes for selling securities 

The systematic recording of the financial 
operations of a business or an individual 

A fundamental bookkeeping concept that 
states assets « liabilities •f 
proprietorship (A <• L P) 

An agent who specialises in buying or 
selling for other people without actually 
having possession or title to the goods 

Predicted incomes and expenditures usually 
based on past experience 

A letter used by businesses in attempting 
to secure new oustomers 

Why people buy such as ^ridSf amusement t 
affect icttt ft to. 

The policy of furnishing the manufacturer 
with a detailed description of the product 
being purchased 
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GLOSSARY, Continued 



CL 

COO (CO.]).) 

oasiialty insurance 
oease and deeist order 

class rate (transportation) 

clearance sale 

coafflon carrier 

oonnon stock 

competitive weakness 

consignee 
consignor 

consolidated delivezy 
service 

contract of hire 



convertible bonds 
corporation 

corporation bond 



Carload of freight 

Collect on delivery} payment is made in 
oasb by the buyer when the goods are 
delivered 

Direct loss insurance coverage 

A court order prohibiting a praotioe that 
a person or bus ness may be engaged in 

Applies to a related group of goods on 
which a specific rate is charged 

A sale to dispose of old items before they 
become unsalable 

An establiohroent engaged in the public 
business of transportation 

A share in a corporation; the owners of 
such share in the profits of the business 
after all other dividends have been paid 

The inability to operate successfully in 
a competitive market 

The receiver of shipped goods 

The person or business that ships the goods 

The same delivery service delivers 
merchandise to several businesseo 

A relationship of an employer and an 
employee that is either expressed or implied 
in which one person agrees to work for 
another in return for compensation of some 
sort 

The holder can exchange these bonds for 
stocks (if desired) 

An association of individuals (owning 
bhares) organized under a state charter 
for business purposes 

A long tern written promise to pay a 
definite sum of money at a specified time 
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GLOSSARY, ContinuAd 
cost of aerohandisa 

oredlt meoorandum 

debit fflemoranduni 
donand 

direct marketing 

disoontinued buBineBseB 
dividends 

eoononiOB 

employment requisition 

entry 
equity 

fair trade 

fidelity bond 

financial loss 
fire insurance 

fraud 



The delivered price} inoludea the cost of 
getting the inerohandiee in the store 
(wholesale price, storage, transportation, 
etc.) 

A business form whereby the seller gives 
the buyer credit for returned or damaged 
goods 

A business form prepared by the buyer which 
indicates that goods purchased are damaged 

How many products will be bou^t at a 
particular time and plaoe 

The producer markets the goods directly to 
the conBumer without using middlemen 

Closure of any kind 

The portion of business profits that are 
distributed to stockholders of the 
corporation 

A body of knowledge which relates to the 
production of goods and services that 
satisfy human wants and needs 

A request, usually within the same company, 
to the employment department to secure a 
new employee 

Each record in a journal 

The difference between assets and 
liabilities 

States are permitted to pass laws allowing 
produoers and distributors to fix the 
prioe of branded or labeled merchandise 

Insurance against dishonesty of employees 
or agent 8 

Loss of all or part of money invested 

Protection against the loss of items 
susceptible to fire 

Deceit in money matters such as false 
financial statements or irregular disposal 
of assets 
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GLOSSARY , Continued 
garni Bluaant 
central journal 

goodwill 

infidelity of employee 
insurer 

interstate oooneroe 

intrastate oooneroe 

involuntary bankrupt oy 
Job speoifioations 

joiimal 

labor turnover 

leaders 

liabilities 
liability insuranoe 

loan 

long term capital 



Attachment of a pevoentage of a person's 
wages to pay off a debt 

A book of original entry that is used to 
record entries that cannot be recorded in 
special Journals 

An intangible asset of a business, usually 
based upon the good reputation of a 
partner or shareholder 

Dishonesty of an enployee or agent of a 
company 

The insurance company issuing an insurance 
policy 

Business operations and transactions that 
are not completed within the confines of 
one state 

Business operations and transactions that 
are oompleted within the confines of one 
state 

Forced bankruptcy by creditors 

The nature of work done in a particular Job 
or position 

A book of original entry where all z^eoords 
are first entered 

The percentage of a oompaoy's labor force 
that have to be replaced for various 
reasons over a given period of time 

Items sold at markups much below the usual 
ones 

Debts of the business (anything owed) 

Protection against loss due to the 
personal injury of oustomers and other 
persons on company premises 

Borrowed money 

Capital obtained by the business through 
the issuanoe of bondSi long term noteSf or 
mortgages 
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aLOSOJLRY, Continued 
lone tera oredlt 

loss loader 
aanaeerial ability 

margin 

oeretaandiBe approaoh 

merohandiee tumover 

monopoly 
morale 

motion study 

pmtual ineuranoe company 
national market 
net profit 

net 30 days 
on-the-job training 



Credit extended to a ouetomer for a year 
or more, usually paid baok on an installment 
basis 

An item sold below its actual cost 

The degree of oompetence exhibited by . 
someone at the managnent level 

A term used to indicate the difference 
between the selling price and the cost of 
the merchandise 

A positive way to greet a customer in order 
to stimulate his interest in a product, 
usually a comment about the goods being 
examined by the customer 

The number of times a merchant will buy 
and sell all the merchauidise in his store 
during the year 

Control of the price or the production of 
some commodity or service by one company 

The state of mind whioh reflects employees* 
attitudes toward their jobs, fellow 
workers, and employer 

The study of all movements made by a 
worker in performing his part of a business 
operation, usually done with a goal of 
improving the overall efficiency of a task 

An insuranoe company in whioh the policy- 
holders are the owners 

The selling of prcKiuots in most or all 
states 

The difference between the sales and all 
the costs and expenses of the business 
over a given period of time 

Purchase must be paid for in 30 days 

An employee is placed on a new job and, in 
effect, praotioee the job under olose 
supervision until he is skillful enou£^ to 
do the job with very little or no 
supervision 
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GLOSSm, Continued 
open line of oredit 

opening entrgr 

operating expenses 
par value 

personnel aanageoMnt 

phjsioal inventory 

piggybaok 

polioyholder 
preferred stock 

premium (insuranoe) 
production 
production control 

proprietorship (net worth) 

proprietory capital 
prospectus 

quality control 

quantity discount 

regional tnaricete 



An arrangement between a company and a 
customer to permit regular borrowing and 
repaying 

The entry that records the information 
shown on a beginning balance sheet 

Costs incurred in operating a business 

The value of each share of stock at the 
time of issue 

That aspect of •management which is 
concerned with obtaining and effectively 
utilizing human resources 

A personal count and listing of every 
item in stock made once or twice a year 

Truck or trailer placed on railroad cars 
and delivered 

Business or person purchasing insuranoe 

Dividends are distributed to preferred 
stockholders before owners of cciuncn stock 

The payment on an insuranoe policy 

The creation of a product for use 

Controlling factors of labor, material, 
layout, and equipment 

The difference between the total assets 
and the total liabilities 

An owner's investment in the business 

A notice, circular, letteri or any communi- 
cation that offers a secxirity for sale 

An inspection eystem that assures that 
products measure up to requirements 

A discount given to encourage customers 
to buy in large quantities 

Markets that take in more than one state 
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GLOSSARY, CoatiBued 



repoBMSMd 

retail eredit 
retailer 
revolving credit 



riak 

sales agent 

sales promotion nanager 
sohedttlinif process 
self service 
selling by nail 



set up 

shopping centers 

shopping plasa 
shopping service 

short tern capital 

short tern eredit 

si^t draft 



Goods taken back by the seller when payments 
are not made 

Credit extended by retailers to oustomers 

One who sells to the consumer (middleman) 

Credit extended to a eustomer which allows 
him to maintain a rather large balance due 
while making small monthly payments^ usually 
based on a percentage of the balance due 

Possibility of loss or failure 

A salesman employed by a producer to sell 
the prcdoct to the middlemen 

A person specializing in planning and 
conducting special sales 

A method of scheduling production and 
figuring cost 

The customer is allowed to select the goods 
and take to the cashier for payment 

Use of the mail service which reqviires mueh 
advertising; most suocessfal in the past in 
rural areas where the consumer found it 
difficult to travel to retail stores 

The product is delivered in an assembled 
state 

Stores congregated into a group for service 
to the community 

A suburban shopping center 

A person or group organized as a telephone 
selling service 

Borrowed capital that must be paid back in 
a relatively short period of time 

Credit extended on account for a short 
period of time, usually less than one year 

A draft payable upon transportation and 
receipt of goods on si^^t 
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0L08S4RY, ContiniMd 
•p«oial joomal 

stimlativB sale 

stoek insaranee ooopauy 
svwstion selling 

surety bond 
terminal eervioe 

three C*b 

trade etaannels 

trade discount 
trademarlced nerehaadise 

traffic count 
voluntary banlcruptoy 

vant slip 



k book of original entry used to record 
only one type of entry sueh as sales, 
purohases, cash payMnts, cash reoeipts, eto. 

A sale that has as its prinary purpose 
increasing sales by pushing new goods or 
those that seeoingly have not been well 
received by oustooers 

Corporation type of insurance company 

A method of selling in which the salesman 
attempts to sell merchandise by suggesting 
associated items that will complement the 
primary item being considered by the 
purohaser 

A device for extending the use of the 
surety name given to assure that a contract 
will be fulfilled as specified 

The railroad car containing merchandise 
is delivered to a track owned by the 
receiving business or to a track that can 
be reached by a truck 

Character, capacity, and capital! the three 
vital requisites in obtaining credit 

Various routes taken by goods in going 
from the producer to the consumer 

A special deduction from the list price 

Goods that are marked with the manufacturer's 
or distributor's special mark or name 

A survey usually taken by several coD.panie8 
to determine the number of vehicles or 
people that pass a specific location at a 
spec if io time 

The owner petitions the court for a proper 
release from debts incurred that cannot 
possibly be repaid, whioh usually results 
in the liquidation of the business in oMer 
to settle at least a portion of all debts 

A form is initiated by aa employee when a 
customer requests an item that the store 
does not have 
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OLOSUiRY, Continued 
warranty 

wholesaler 

Bonins restriotlons 



Thtt buyer is given a promise by the seller 
that i;oods are of a oertaln quality or will 
perfom in a speeified manner 

The merchant who supplies the retailers and 
others who buy in large quantities 

In oertain zones or districts of a county 
or eityi only oertain types of businesses 
or dwelling are allowed 



ERIC 



20 



PACT bHEET FOR SMALL BUSINSHS OWNBRb* 



Thtv aro manjr buaio faotora you need to be familiar with prior to 
Vil^^'^/T''' J^^J™*"- ThoM detHilB are oftentimee tiae-oonsuaing and 
difficult to obtain. Me truet that the following infonwtion will be 
UMftel to you in starting your own business. 

Lioenses 

Every legal businesa in Dade County and its 2? different municipal it ies 
must have proper busineBs lioenses. The following is a step-by-step 
procedure to obtain a business license in the City of Miami. The 
procedure is basically the same for the other 26 cities: 

1. You oust obtain a CBRTIPICATB OP OCCUPANCY from the Zoning 
Department, Dinner Key, if the building you will ocoupy has 
not housed a similar business for the past six months. This 
is to insure your location as being properly ZONSD for your 
particular type of business and oonfoms to all the buildin* 
codes. 

2. After you have received your CBRTIPICATB OP OCCUPANCY, the 
City of Miami Licensing Department, 46 West Plagler Street, 
will issue your CITY OCCUPATIONAL LICENSE. 

3. The Dade County License Department, 73 W. Plagler Street, 
Room 138 (Courthouse) - will issue you a STATE AND COUNTY 
OCCUPATIONAL UCSNSB - APTBR you have obtained your city 
license . 

4. Per more information and details, contact the City of Miami 
License Department, telephone number 377-5501, or the Dade 
County License Department, telephone number 373-4441. 

5. Any business dealing in foods must have a permit from the 
Dade County Health Department, 1350 N. W. 14th Street, 
telephone number 377-0341. 

Smplcyee/templcyer Taxes 

As an employer, you will be responsible for withholding INCOME TAX from 
the wages of your employees, withholding of employee and payment of the 
employer SOCIAL SECURITY TU, and payment of tax under the Pederal 
Unemployment Tax Act (for UNEMPLOYMENT INSURANCE). Per further inforoa- 
tiott on Social Security, call 350-5131. 



«Thi8 fact sheet is prepared by Dade Chapter No. 29, the Servioe Corps 
of Retired Executives (SCORE) as a servioe to operators of small 
businesses. 
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PACT Him'V FOR SMLL 3UL>INSSS OWN£HS, Continued 



The Internal Revenue Servioe has prepared CIRCULAR B - BMPLOYER'S TAX 
OUISB to explain and resist you in paying these taxes. SCORE Counselors 
enphasize the importanoe of acourate, holiest, efficient oolleotion and 
paoment of eoployee/employer taxes. In handling these taxes, keep si^t 
of one ijDportant point— these monies are not yours to use as working 
capital until the snd of o given quarter. The iRS is vezy strict 
about this. You ahouid contact the Internal Revenue Service for further 
information on Federal Taxes. Call 330-3311. 

Internal Revenue provides two very informative services to small business 
owners. First, they h&ve a "Mr. Businessuan*8 Kit" which contains all tax 
forms and schedules. An agent will explain each of these to you and 
answer your questions* They have available for sale a TAX cnillS FOR 
SMALL BUSINESS and the coot is 40 cents. 

State Sales Taxes 

The State of Florida collects a 4 percent retail sales tax. You must 
register with the State to collect this tax and the oost is )tl.OO. 
Tallahassee will then send you a Sales Tax number and instructions on 
the collection procedures. For further information, call the State Sales 
Tax Office in Miami, 377-3311* They are looated at 1330 N. W. 12th 
Avenue. 

Fictitious Name Act 

If your business uses or will use any name other than yo\ir own, you must 
register under the Fictitious Name Act. This does not, however, apply 
to corporations. Any name other than your own name is a fictitious 
name. You should cheek with the Recording Oepartoent of the Clerk of 
Circuit Court, Dade County Court House, Room 133f for instructions. 
Telephone number 373-6671. 

Bulk Sales Law 

If you plan to purchase an established business, you, as »he purchaser, 
muir' comply with the Bulk Sales Law. It is required that at least five 
days before completion of the purchase, each creditor must be notified 
personally of the proposed sale. In counties of over 200,000 population, 
it is necessary to publish this intent to purchass one time , not less than 
seven days prior to completion of said purchase. Printed forms are 
available at the Miami Review, telephone 377-3721* Consult your attorney 
oonoeming tni* procedure. 

State I nemployment Instiraaoe Tax 

This tax is applicable to both new and existing businesses and is assessed 
at the rate of 2.7^ on the first $3,000 wages of each employee. This tax 
applies only to firms that have 4 or more employees on 20 different weeks 
of the calendar year. Forms are available at 1330 H* N* 12th Avenue, 
Room 273 t Miami, telephone 379-^466. They must be filed with the Florida 
Industrial Commission, Unemployment Compensation Division, Tallahassee, 
Florida. 
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PACT SHEET FOR SMm BUSINESS OWNERS , Contiaued 



Workaen'e Coapensfttloa 

If 7«a havB 3 or aoro eaployees, you wib% carry oompeaeatloa Ineuraaoe. 
lafomatloa oaa be sooiurad from the Florida laduetrlal GoniBsloa, 
WorkMa'e Coapeasatlea Olv., 13^0 N. W. 12th Ave., Room 462, Miaal, PL 
33125, telephoae 373-6321. 



Directory of Further Sottroea of laformatioa 

Secretary of State For iafomatioa oa busiaess 

South Florida Office iacorporatioa procedures. 

3399 Poaoe de Leoa Blvd. 
Coral Gables, PL 33134 
444-7405 



Better Busiaess Bureau 
of South Florida 
23 S. K* Second Avenue 
Miami, PL 33131 

Credit Bureau of Greater Miami 
:{?0 N. E. Fourth Street 
Miami, PL 33132 
371-3461 



Excellent source for oheckins 
supplies, customers, registering 
oomplaiats, etc. 



For credit report iag and 
collection services. 



Dun A Bradstreet 

2070 N. W. Seventh Street 

Miami, PL 33125 

642-4200 



Publish "Key Ratios for Small 
Business." 



National Cash Register 
2915 Biscayne Boulevard 
Miami, PL 33137 
377-8461 



Also publishes excellent 
business ratio information, 
"Expenses in Retail Business." 



U.S. Department of Commerce 
City National Bank Building 
25 W. Flagler St., Rm. 621 
Miami, PL 33128 
350-5267 



Can be of assistance in domestic 
and foreign traae. Sell SBA 
"for sale" publications 



Trade Associations and Public Libraries - contains a wealth of 
information on your particular business. Consult your telephone 
directory for your nearest library. The library should have a 
copy of the National Trade and Professional Agiociations of the 
United State s, published by Oolumbia Becks. Washiarton. D. C. 
This is a ready source of buiiaess and trade assooiatioas for yotu> 
pariiottlar business. 

Any firms listed in this Directory are mentioned only beoause of the value 
of their printed information. Their mention is no| intended to be 
eonttroed as a recommeadatiea or approval of Small Business AdAinistratioa 
for their salable services. 
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